Employee Training Management System (ETMS): Employee Help Files

EMPLOYEE

INTRODUCTION

California State Parks is proud of its reputation for training excellence and is
looked upon as a leader in park management, interpretation, maintenance, and law
enforcement training. Employees are the key ingredient for the Employee Training
Management System (ETMS) to be successful. This web based training
management system has replaced the following forms: Employee Training
Request (DPR 392), the Training Attendance Roster (DPR 433), and the Individual
Training Record Change Request (DPR 434). The ETMS also allows Employees
to view their training history as well as training requirements for specific
Classifications and Job Titles. Required Training is displayed on the Employee’s
Home Page based on their Classification and/or Job Title. This enables tracking of
these training requirements by the ETMS to be more accurate and efficient.
Employees now have immediate access to the status of all required training and
certifications for their current position.

II.  LOGIN

A. Active Directory Account Login: To login to the Employee Training
Management System, type the following address:
https://etms.parks.ca.gov/loginversion3/ into your Internet Browser. The first
screen that appears will be the Active Directory login screen that identifies the
Employee as a Microsoft Active Directory User. The User Name and
Password associated with this login screen is provided by the Office of
Information Technology. If you do not know your User Name and Password,
call the IT Help Desk at (916) 657-2907. The screen will look similar to this:

Connect to etms. parks.ca.gov E|E|

=
1'“ \

The server etms.parks.ca,gov at parks.ca.gov requires a
username and password.,

Liser name: € Cindy w
Passward: s 0uel

Remember my passward

[ o8 ] [ Cancel
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B. ETMS Login: The next login screen will be the ETMS login screen. The User
Name and Password associated with this login screen has been generated by
ETMS. The screen will look similar to this:

NOTE: If you have not been assigned a User Name and password, see New
Employee Registration below.

& DPR-TTS Log In Form - Windows Internet Explorer Bl
Q v | &) https:ffetms parks.ca.qovidevelopment(Loglnversionz/def ault, asp?SUbjact= | & |4 x ol-
Google |G~ vGo g B~ €% Bookmarksw Shzoblocked U check v 4 - | & Send tor () settings=

T R »
i 4| @DPR-TTS Log In Form i b v |=bPage = [ Tools

&

version 3.0

Forgotten User Name/Password ?
New Emplovee Registration
Browser/OS Detail
Browser Tvpe: Internet Explorer

Browser Version: 7.00
Operating System: Windows

% Local intranet # 100% -

W (HE T T Corel FHOTO-PAINT 12 | 58] help Employes.doc - .. &

| S RO HERD AMN s

1. Forgotten User Name/Password: If you have successfully login into
ETMS and enter your current email address, your User Name and a
reset Password can be emailed to you by clicking the

J0¥:{11a¢2 WIS INEVEIEERNIOGEY” |ink. You will be prompted to submit

your current email address and User Name and a new Password will be

sent. The email will look similar to this:

Updated: 10/11/2007
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B Lmployee Training Management System - Message (HTML)

! File Edit Wiew Insert Formak  Tools  Actions  Help

P uReply | gReply to all | (3 Forward | 4 | v | e ] A - T - N @_l,:'a
From: thomas@parks.ca.gov Sent:  Mon 217/2007 319 PM
To: cindy@parks.ca.gov
ot cindy@parks. ca.gov

Subject: Employee Training Management Syskem

Your ETMS User Name is © cindy and your ETMS Password has been reset to : 25194TS

2. Locked Out of ETMS: If you attempt to login with an incorrect User
Name and/or Password, you will be locked out after several attempts.
Contact the Mott Training Center at (831) 649-2954 to be reset.

3.  New Employee Registration: To receive your User Name and
. oW Ta o] rat . .
Password click on INAMEIBEREFHel |ink. The screen will look
similar to this:

Close Window

New Employee User Name/Password Request Form

EEAET R YN FTIT Flease Select |
Emaa: ]

Contirm Emait:

‘Work Phone :

a. Select your name from the drop down menu and complete all
require fields and submit. An email will be sent to you by the
System Administrator notifying you of your User Name and
password. The email will look similar to this:
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——
: | |
= RE New Employee User HName and Password Request - Messalge {HTHML) L."EL
P Fle Edit  Wiew Insert  Format  Tools  Actions  Help
i gaReply | (giReplyto il | igForard | | 3| W |S] 5 X - ¥ - A @
From: Wagy, Steve Sent:  Tue 5/29/2007 10:15 &AM
To Fossil, Cindy
e

Subject:  RE: Mew Employee User Name and Password Request

Your ETMS User Name is cfossill and your ETMS Password is cfossill

From: ginger@parks.ca.gov [mailto:ginger@parks.ca.gov]
Sent: Tue 5/29/2007 10:11 AM

To: Wagy, Steve

Subject: New Employee User Name and Password Request

CINDY FOSSIL (Lifeguard I (Seasonal)) has requested his'her user name and
password

Updated: 10/11/2007

NOTE: It takes the system approximately 4 to 6 weeks before your
name is listed in the ETMS. If your name is not listed in the drop
down menu, try again later.

First Time Login: Once you have successfully logged into ETMS for the
first time, you will be presented with a screen that looks similar to this:

version 3.0

DPR Training Tracking System

Please select Training Group

Sub-Training Group
Pending

Please select Primary Supervisor

Please select Alternate Supervisor

a. Complete the following steps:
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(1) Select Training Group from the drop down menu and wait for
the system to load the Sub-Training Groups. The screen will

look similar to this:

version 4.0

DPR Training Tracking System

Please select Traiming Group

Mott Distnct b

Please select Sub-Training Group

Please select Primary Supervisor

Salect b

Please select Alternate Supervisor

(2) Select your Sub-Training Group or select N/A if you are not

assigned to a Sub-Training Group.

(3) Select the name of your Supervisor from the drop down menu

as Primary and a different name as your Alternate if

applicable. If you do not have an Alternate Supervisor, select

the same name for both Primary and Alternate.
(4) Click submit and the following screen will appear:
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Training Groap :

Sub Traiming Group :
Primary Supervisor :
Alternate Supervisor :
Phone :

Email :

Confirm Email :

version 3.0

DPR Training Tracking System

Training Office (068)

Wilham Penn Moit Jr. Traiming Center
WAGY, STEVEN

HENREY, GINGERLOU

(831) 649-2954 Ext.
ginger(@parks.ca.gov

parks.ca.gov

(5) Review the information you have entered, if correct, click

Confirm to allow the system to reset itself with your

information which will take you back to the login screen.
Logging into ETMS will now take you to your Home Page.

lll. HOME PAGE: Your Home Page is divided into three sections: Profile, Header and
Required Programs. The screen will look similar to this:

My Personal Records
M Traising Record

Subeir Tr Request [
Tr Risquest Stama: B

90-Dhay Pasticipant Eval - 4crio

varsion 3.0

[nfoematicn]
PROFILE

Name

AXEL, RODNEY

Classification
4278 Mamagrment Service Techacian

Instructor Type:

Program Title

EEQ With Al Due Respect

Livense / Certificate / 1D{s) ETMS Versice 3 Orientation

Appraisal mnd Development Plan (DPR. 911)| Classification . 8972007 1

ent Plan (DPE 911)

Message From Mott T.C. [ Noee |
Messape Archie

Resource Center
Classficaion

Job Tide
Trasing Cataleg HELR
Trasang Sshedds

Required Programs

Comgletion Repeat Dae ;
et Taterval] Date | omPiest

12 |892008 YES
2 E92008 YES

Required By

Position

Position 892007 1

Position

Ladd | g |
POST ID) - tet-12346
Training G

Mon Disrict

Sub Training Growp:
NA

Email

Continual Professional Training{CPT) Management

| rweiiEparks co.gov
Wark Phons
[599) 995-9999
Primary Swpervisor
FREELEY, IMANG
Alternate Superviser
FREELEY, RVING
Training Coardinator
RIGEY, CHARLES
Manager
GOULARTH, GARY

==
M TETH TOa" [ —— T —

[ rerpem——

1B a0 W NG v

Hoom -

C
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A. Profile: An Employee profile contains all information related to the
Employee’s current employment in the Department. The information
contained in your profile is the key to the proper function of ETMS. The
profile will look similar to this:

B. Header: Located on the top of the Home Page is the main header for the
Employee Training Management System. Within the Header are the tools to
assist the Employee in navigating the system. The Header will look similar to
this:

97172007 My Personal Records Message From Mot T.C. [ None |

 LogOff
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C. Required Programs: This displays Program Requirements assigned to the
Employee based on classification or job position either by the Supervisor or
the System Administrator. The screen will look similar to this:

P.O.S.T. ( C.P.T. ) Management

Requirement : Advanced Officer Training (24 hours every 24 months)

Program Title Length Current Due Date In Compliance
SCUBA Dive Team Refresher - 24 hour P.O.S.T. course 24 9/21/2006 9/21/2008 YES
Total Hours 24 In Compliance

Program Title Required By Cog};l::ion IRn :}:r‘::‘l Il)):li Compliant
Ethics Orientation for State Officials Classification = 6/13/2006 24 6/13/2008 YES
Racial Profiling Classification = 12/10/2003 60 12/10/2008 YES
Supervisory Refresher Classification = 5/6/2005 72 5/6/2011 YES
Management Practices Classification = 1/13/2005 N/A N/A YES
Sexual Harassment Prevention Classification = 11/15/2005 24 11/15/2007, YE
EEO With All Due Respect Classification ----
P.O.S.T. Basic Certificate Classification = 1/25/1988  N/A N/A YES
Lifeguard Anmual Swim Test Classification = 8/30/2006 12 8/30/2007 YES
Appraisal and Development Plan (DPR. 911) Classification ----
Emergency Medical Responder Instructor Refresher  Position 12/16/2005 48 12/16/2009 YES

Continual Professional Training(CPT) Management

Certification Compliant
Anmal Lifegnard Refresher Training (ALRT) (16 Hours Every 12 Months) YES

PROFILE

Before proceeding, review your information in the profile. It is the Employee’s
responsibility to ensure that the information that they have provided in their profile
is current and accurate at all times. The information contained in the profile is
used to process all Training Requests and email notifications on ETMS.

NOTE: The Name and Classification fields are directly link from the Human
Resources Information System (HRIS). If your name and classification are
incorrect, contact the Personnel Office. Employees assigned to the role of Training
Coordinator, Sub-Group Manager and Manager is assigned by the System
Administrator according to your Training Group and Sub-Training Group.

A. Edit Profile
1. Click the EDIT link to update the following information in your profile.

a. Password: Highlight the entire password field in the box and enter
your new password.
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b. Confirm Password: Enter your new password again to confirm.

c. Training Group: To change your Training Group select your new
Training Group from the drop down menu. This allows the system
to load the Sub-Training Groups and Supervisors that have been

assigned to the Training Group.

d. Sub-Training Group: Select your Sub-Training Group or select

N/A if you are not assigned to a Sub-Training Group.

Email: Enter your current email address.

Confirm Email: Enter your current email address again.

Work Phone: Enter your current work phone number.

Primary Supervisor: Select your current Supervisor from the drop
down menu.

Alternate Supervisor: If applicable, select an Alternate Supervisor
from the drop down menu; otherwise select your Primary
Supervisor again.

Click submit and allow the system to reset itself with your new

Q™o

information which will take you back to the login screen. You will

now need to log back into the ETMS.

The screen will look similar to this:

PASSWORD

(IS TIT T ]

Confirm Password

ssssssssssss
Training Group

Mott District
Sub-Training Group

NJA v
Email

cindy@parks.ca.gov
Confirm Email

cindy@parks.ca.gov
Work Phone

(831) 999-5999
Primary Supervisor

DOE, JOHN
Alternate Supervisor

DOE, JOHN

b

B. License/Certificate/ID(s)

1.

Updated: 10/11/2007

Add License/Certificate/ID(s): Click the Add link and select the

License/Certificate/ID(s) from the drop down menu. The screen will look
similar to this:
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LICENSE / CERTIFICATE / ID(s)

Select:

Some College

AA Degree

BES Degree

BA Degree
Masters Degree
PHd Degree
License/Certification
AS Degree
POSTID

MPC STUDENT ID

Once you select your License/Certificate/ID(s) from the drop down menu
enter the Concentration or ID number and click Add. The
License/Certificate/ID(s) will be added to your Profile.

2. Edit License/Certificate/ID(s): Click the Edit link to delete or edit the
License/Certificate/ID(s).

a. To delete, click the Delete link and confirm that the
License/Certificate/ID(s) will be deleted from your Profile.

b. To edit, click the name of the License/Certificate/ID(s) that you wish
to change. Complete the required information and click Edit.

V. HEADER: The header includes the tools to navigate the system.
A. DPR Logo: The DPR logo area includes the current date and the Log Off link.
1. Click the Logo to refresh your Home Page.

2. Log Off: Click to log off the system.

B. My Personal Records

1. My Training Record: By clicking My Training Record link, you can view
the training records that have been entered into ETMS. The screen will
look similar to this:
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/:: Training Record - Windows Internet Explorer

'€ Corel PHOTO-PAIN. ..

| @ heln Empl

| f; User Home Page - ...

é Inkernet

& | https: ffetms. parks. ca.govideveloprent | Trainingrecord)
Py
Close Window
Training Record (PETRIE, CINDY)
(download training record
Training Programs Completed
o . P Tidh IR;?"‘.‘I Training Provider / o Completion | Length | Training
o on rogram e i Program Provider on Date (hr) Category
{months)
. ”
Submit [Intermediate C v Skills N/A S‘mﬁ’;%{mf‘ Monterey 6/21/2007 36 | Creait
St [Basic ation for Guides and N/A State Agency Tt Horersi 6212007 36 NA
——— [Interpreters DPFR
Submit  [Intellectual Property Rizhts N/A Stmﬁ;ﬁmﬁ" Gorda Mountain | 62112007 20 | wa
Submit  [Intellectual Property Rizhts N/A Stmﬁ;ﬁmﬁ" Gorda Mountain | 62112007 20 | wa
Submit [Fireanms Shotzun Training end Qualification 6 sm“ﬁ’;imcﬁ’ Big Sur 6202007 1 Credit
Submit  |[Continuing Advanced Officer 24 Stataﬁ-;iancy Wailild 6202007 24 Credit
St A.L.R.I. - Jumc.r Lifeguard Coordinator's N/A Private Vendor monterey 6192007 g NA Job Related
——  |Statewide Meeting mpc
- o I/ State Agency S 5217007 ~ =
Submit [Pods in Education N/A DPR Steve Jobs The Milky Way 5/21/2007 28 N/A
Submit [Maintenance I eadership Conference N/A Stata[;;iancy Sacramento 10/27/2006 32 Credit
Submit |Appraisal and Development Plan (DPR 911} 12 DPR MTC 10112006 0 N/A Job Related
Submit |Appraisal and Development Plan (DPR. 911} 12 DPR MTC 10/4/2006 0 N/A Job Required
Submit |CAMP - Equipment Property Management N/A .\,alggzﬁam Sacramento HQ 4/25/2006 16 N/A Job Related
e e ey a8 ol Lodin, SIS S AL Leib i b
H100% -

ﬂ; Training Rec:

NOTE: Training records prior to year 2000 are stored in hard copy at the Mott

Training Center.

a. Your Training Record includes the following:

(1) Correction: Click the Submit link under the Correction column
to request a record correction for a specific program on your
training record. The information will be sent to your
Supervisor for verification and if approved, forwarded to the
Training Coordinator/System Administrator for approval action.
Edit the required fields, include a written statement that
clarifies the changes in the comment field, and click submit.
The screen will look similar to this:

Updated: 10/11/2007
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)

Cloge Window |

Back

Program Title:

Hours: 2

Grade:

Training Catagory:

Program Location:

Training Provider:

Prograsm Provider:

Record Correction Request

PSP~ Tacical Commenicaions

Start Date: V0008 m ':

‘End Date: ARG m |

Commest:

Program Title

(a) If the program title has a hyperlink, you can click this link
to view details of the Training Request. This screen can
be printed and included with a Travel Expense Claim for
reimbursement. The screen will look similar to this:

[_Close Window ] [ Print ihes Page |
Approved
Name: POTTER, HARRY
Classification: State Park Interpreter |
Training Group: Trammg Office (068)
Sub Groap: ‘William Penn Mot Jr. Training Center
Training Provider: DPR
DPR: DPR
Location: Marconi
Program Tide: Sklls for Interpreting to Children
Training Request Is: Job Required
Justification:
Date: 182007 - 11272007
Pre-Selected
Supervisor: NiA
Date Approved 12202006
Supervisor Comment No Data
Sub-Group Manager: NA
Date Approved WA
Sub-Group Manager Comment No Data
Manager: NA
Date Approved: 1272022006
Manager Comment No Data
Training Specialist: GRAINGER, HERMOINE
Date Approved: 122072006
Training Specialist Comment No Data
Accommodation
Explanation
Certificate of Completion
Cenified By - GRAINGER. HERMOINE
F@ Cenified Date : 51162007 74307 AM

Page 12 of 31



Employee Training Management System (ETMS): Employee Help Files

3)

maintain program certification.

(4)

(5)
(6)
(8)
(9)

Name

Related and Upward Mobility.

Location: Location of where training occurred.
Completion Date: Date program was completed.
Grade: N/A, Incomplete, Credit, No Credit, A, B, C, D and F.
Training Category: Job Related, Job Required, Career

Repeat Interval (months): Number of months required to

Training Provider/Program Provider: Agency/Entity and

Instructor Hours for Training Programs: The system has the
capacity to document all Instructor hours that have been submitted
on a Training Attendance Roster. This information will be listed at
the bottom of the Instructor’s Training Record and will look similar

Updated: 10/11/2007

to this:
Instructor Hours for Training Programs
o - Intructor s Completion
Correction | P.O.S.T. Program Title Type Location i Length(hr)
Submit NO  |ETMS Version 5 Orientation ETMS RaRacsieme | 8PPOT 16
Submit NEj [SSEsxtiames s iolomtuvel | BTV Dana Point 13112007 7
ymposium
Submit NO  |Defensive Driver Training Program L Mott Training Center | 6/14/2006 4
i Awareness
Submit NO ETMS Version 2 Orientation ETMS Sacramento 5/25/2006 4
c. Excel: To download all Training Records to an Excel file, click the

(download training record) link. The screen will look similar to this:

PETRIE, CINDY
P.0.5.T. Program Title Location Completion Date Lengthihr)
FALSE |Access Level | test 333 1/4/2008 16
TRUE [Basic Course Consortium San Mateo B/9/2005 12
TRUE |PSP - Tactical Communicati Big Sur - Monterey District B/7/2005 2
TRUE |PSP - Driver Training Big Sur - Monterey Distnict E/7/2005 4
TRUE [PSP - Arrest and Control Big Sur - Monterey District &/7/2005 4
ALERT (Advanced Lifeguard Emergency  |Orange Coast, Angeles, Monterey,
FALSE |R Training)(¥arious Courses) S HQ. 441242005 16
TRUE [Basic Course C Orange County 6/10/2004 1:1|
TRUE [Racial Profiling Santa Cruz District 12/10/2003 =
FALSE |Microsoft PowerPoint P - Level | Salinas 11/4/2003 8
FALSE |Cal-Card Refresher (Classroom)(Declined) |Mott Training Center 10/22/2003 2
FALSE |Ethics Orientation for State Officials Pacific Grove 10415/2003 2
FALSE |Microsoft Access XP - Level | Salinas 10/2/2003 16
| FALSE [CPR Refresher Monterey 9/10/2003 4
TRUE [Racial Profiling - Train the Trainer Sacramento PoliceTraining Center 8/29/2003 24
FALSE |Basic Maintensnce Management MTC 5/31/2003 ]
| TRUE |Driver Awareness Instructor MTC 4/3/2003 24
FALSE |Interpreting to Diverse Audiences Mott Training Center 3/21/2003 32
FALSE |EEO Counselor Sacramento 124472002 20
| FALSE [EEO Investigator |Sacramento 114152002 20
FALSE |Internal Affairs Investigation Mott Training Center 23,2002 24
TRUE |Defensive Tactics Instructor Refresher MTC 2412002 .5
| TRUE [Management Course MTC 12/20/2000 104
TRUE |Continuing Advanced Officer Mott Training Center 104141999 24
TRUE [Supervi Refrash Asilomar 10/25/1996 2
TRUE |Supervisory Course | Asilomar 3/4/1989 120

. Program Title

Instructor Hours
Location

TRUE [PSP - Tactical Communications Pacific Grove 4/3/2006 2
TRUE [PSP - Driver Training Testing 4/2/2008] 4
TRUE [Defensive Tactics Instructor Refresher Mott Training Center 3/24/2006] 36
TRUE |PSP - Driver Training Marina Airport 3/1/2008] 4
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submit a Training Request.

UT link to

NOTE: If you change your Training Group, any pending Training Requests
will be deleted and you will need to resubmit the Training Request with the
updated information.

a.

In-Service Training Request: This process is used for all training
that is published on the Training Schedule.

(1) To submit an In-Service Training Request, click the IN link
next to Submit Tr Request. This will display the current
Training Schedule. The screen will look similar to this:

Close Window
& 3 : itle: search
View Old Schedule Search Schedule By Date >¢2rch by Program Title:
o Program Title Comment Syllabus Program Date ;‘eg‘u‘e; Location Roster iRl Training Specialist
T . 3 S — .
Request = D Date Group
2656 Wood Desizn d Duitding P SKINNEE. SARA
ExpoArmaheim A Novrember &5 liew s E"’ S152007 hoKnows View Mott District denmis @ g0%06.com
2666 Canceled = (831) 649-2961
WAGY, STEVEN
2007 -
SELPEI?(_:E]}ED Basic Firefighter Group 999 View 113313_3[?07 NiA Prunedale View Mott District stevew(@parks.ca.gov
= (831) 277-7114
i g S < = e HENRY, GINGERLOU
) Introduction to California State 10/9/2007 - i Mott Training Lo or : £ = 4 -
8izn Up Parks Group 100 10/12/2007 10/1/2007 Center View Mott District ginger@parks.ca gov

(831 6492054

Updated: 10/11/2007

(2) Training Schedule: Information is displayed by the following.
(@) Training Request:

[1] Sign Up: Click the Sign Up link to submit a Training

Request. Complete all required fields and submit.

An email will be sent to your Supervisor requesting

approval action. The screen will look similar to this:
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IN-SERVICE Training Request Form
wired Flold
Program Tile:  Basie Carpentry Skills 18
Date (Start-End): ~ 12/17/2006 - 12122/2006

Superviser: HENRY, GINGERLOL | »

(Maz 6f 300 charsctans)

NOTE: Itis not possible to sign up for a program
that is PRE-SELECTED. Employees are pre-
selected to a roster based on their classification
and/or job position. Contact the Training Specialist
if you need additional information.

(b) Program Title: By clicking the Program Title link, the
catalog information is presented in a pop up window.
[1] Cancelled: If a program is cancelled, a line will be

drawn through the program and Canceled will be
listed next to the program.

(c) Comment: Click the View link for any comments on the
program.

(d) Syllabus: Click the View link to access the current
Program Syllabus.

(e) Program Date: Generally these dates are the check-in
and check-out dates for lodging accommodations
associated with the program. View the syllabus for the
details of the program agenda.

() Training Request Due Date: This is the date that
Training Requests are due on ETMS for each program.

(g) Location: Location of the training program.

(h) Roster: Click the View link to access the current roster.

() Training Group: This is the Training Group that is
responsible for this program.

() Training Specialist/Email/Phone: Training Specialist
contact information.

(3) View Old Schedule: Click this link to view the old programs.

(4) Search Schedule by Date: Click this link to view training
schedule starting from September of 2004. Fill in the start and
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end date and click submit to view all programs scheduled
during that time period. Schedules prior to 2004 are filed at

the Mott Training Center.

(5) Search by Program Title: Enter a program title to search for
all programs with that name dating to September 2004.

Out-Service Training Request: This process is used for all
training programs that are not listed on the Training Schedule.

(1) To request Out-Service Training, click the OUT link next to
Submit Tr. Request. This will display the OUT-SERVICE

Training Catalog. The screen will look similar to this:

Close Window

TRAINING CATALOG

Request to add program

SUBMIT

Search by Program Title:

search

Updated: 10/11/2007

(&) Locate the program by the A-Z listing or type in a
keyword in the title and click search. The screen will

look similar to this:

OUT-SERVICE Training Catalog

Request add program
SUBMIT

Search by Program Title

search

Training

Program Title
Request

Program Category

Submit | M16/AR15 Armorer

Public Safety

Submit | Macworld Expo

Information Technology - Hardware

Submit Mail Processing Training Administration
Submit | Maintenance Leadership Conference Maintenance

Submit | Making Effective Use of Mitigated Negative Declarations

Resource Management

Submit Making Ethical Choices Public Safety
Submit Management for Field Training Program Public Safety
Submit | Management Information Retrieval System Administration
Submit | Management of Park Lands Administration

Submit | Management Skills for the First-Time Supervisors

Management/Supervision

Submit | Managing Communication Operators Public Safety
Submit | Managing Emotions Under Pressure Administration
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(b) To view the details of the program, click the Program
Title link. The screen will look similar to this:

Close Window |

[Program Title

Introdaction te Calforna State Parks
Category

Introdsctony Level Programs

[Program Langth
28 hours

[Topics

Defiring mission, purpose and goals of the department. Organizational stracture, Work processes
[Crepartment Participants

Job-pequured trammg for al permaent nen-peace oficer clasalicaons withe e meonths of frst
appointment with the Departmene of Parks and Recreation

flob Reguired Participants
All permarest non-peace officer classfications

Tob Required Participants Conditions
Complete within sz months of first appemement with the Department of Pagks and Recreation

[Mon Department Participants
Hone

[Description

This training program weltomes new emglovees to Cabforna State Parks Indrvidual courses withen the
program define the misson, parpase, and goals of the Diepastmens of Parks and Recreation and
prowide inf: about the Deg I structure and work processes. The program
content and sruche are designed to help each new emplayee develop a personal philezephy of park
service and to see their indvidual job duties as contributing directly te filfiling the Department’s

misgion

(c) To submit an Out-Service Training Request, click the
Submit link. An Out-Service Training Request will
appear; complete all required fields and submit. The
request will be sent to your Supervisor for approval
action. The screen will look similar to this:

OUT-SERVICE Training Request Form

* Required Field
* Program Title: Explosives Recognition First Responder

* Supervisor: | HENRY, GINGERLOU |+

Click for defimtion
* TRAINING CATEGORY. |Flease Select |~

* Training Provider: | Federal Agency |
* Program Provider:

* Program Location:

BERd
* Start Date: .
MMDDYYYY
* End Date: -
MMDDIYYYY

* Program Length(Hrs): | Select v |

* State Time(Hrs): Select|v|

* Employee Time(Hrs): Select|v
* Registration Cost: § 0

* Estimated Per Diem: § 0

* Justification:

Details of the Out-Services Training Request are as
follows:
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[1] Program Title: The program title as listed in the
Training Catalog.

[2] Supervisor: Your Primary Supervisor is selected.
You can select your Alternate Supervisor if
applicable by clicking the drop down arrow.

[3] Training Category: Select your Training Category,
click Training Category link to see a definition of
each.

[4] Training Provider: Select the type of agency/entity
that is providing the training from the drop down
menu, Federal Agency, State Agency, Local
Government, Private Vendor, or College/University.

[5] Program Provider: List the name of the
agencyl/entity that is providing this training program.
An example would be Federal Agency for Training
Provider and NPS as training Program Provider.

[6] Program Location: List the location of where the
program will be held.

[7] Start Date: List the starting date of the training
program.

[8] End Date: List the ending date of the training
program.

[9] Program Length(Hrs): Enter the total hours for the
training program.

[10] State Time(Hrs): Enter the total hours of State Time
required for this training program. Enter “0” if no
State Time is required.

[11] Employee Time(Hrs): Enter the total hours of
Employee Time required for this training program.
Enter “0” if no Employee Time is required.

NOTE: State Time plus Employee Time must equal
Program length.

[12] Registration Cost: Enter the registration cost of this
program.

[13] Estimated Per Diem: Enter the estimated per diem
cost required to attend this program.

[14] Justification: List the justification for your
attendance at this program.

[15] Submit

(2) Request to Add Program: In order to submit a Training
Request, the training program must be listed in the Training
Catalog. If the program does not exist in the Training Catalog,
you have the ability to request that the program be added to
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the Training Catalog. By clicking the SUBMIT link, the
Request to Add Program screen will appear in a pop up
window. Complete all required fields and submit. The screen
will look similar to this:

Request to Add Program

(@) Once you click the submit button, this request will be
sent to the System Administrator for approval action and
inclusion into the Training Catalog. The screen will look
similar to this:

[ Close Window l

Your request to Add a Program to ETMS has been submitted.
Yau will he receiving natification via e-mail ance action has been taken.
If the training program is approved, you will need ro lag into the sysiem to suhmit a
Training Request or Training Attendance Roster.

(b) If the training program is approved, it has been added to
the Training Catalog. You will need to log into the ETMS
to submit a Training Request for that program.

(c) If the program is already listed in the Training Catalog,
you will receive an email notification from the System
Administrator.

(d) If the program is not approved, you will receive an email
notification from the System Administrator.

3. Training Request Status: IN(0) | OUT(0): Here you will see the status
of all Training Requests that have been submitted into the ETMS. Within
the parenthesis next to IN, In-Service Training Request and OUT, Out-
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Service Training Request will be the number of pending Training

Requests.

NOTE: You should check the status of your training requests
periodically.

a.
traini

In-Service Training Request Status: To view the status of all your

ng requests, click the IN(#) link next to Training Request

Status. The screen will default to Training Request that are
Pending approval action. To view all Approved, Not Approved or
Cancelled Training Requests, click the appropriate links. The
screen will look similar to this:

Pending

Close Window
Approved Not Approved Cancelled

IN-SERVICE Training Request Status

Snbmunate -m :
, _

Program
Date
12

Sub-Group Manager Final Approval

i mmm

risor

[ Detail ] 07 [Cancel] ,id;:_‘::;“;:n ! 13003 \S‘I'-E\G';_\ Pending  Pending ggﬁés Pending  NoData gﬁm Pending  Pending gf\\ggm oy |Pending | Pending
[Detail] | 97252007 g:;mi:‘;‘;t o Essggf’ gg\g&s NA 9252007 gf_ﬁf&s Approved |9/25/2007 si{i\m Approved | 9252007 Eg&;}gmn_ Pending | Pending
[Detail] 972572007 gxﬂia\n;:‘;‘;t’ " gfgg’ égﬁsﬁ NA 9252007 ggﬁm Pending ~ NoData ﬁg{i\m Pending  Pending ?gﬁijgmlj Pending  Pending
[ Detail ] 9/23/2007 [Cancel] g:ahf;%g;xt‘at[: ig ?:223&: \S‘I"E‘\:}'ET_\I Pending Pending EICE-\.:I?J_SES Pending No Data ?;{i:}-\.ﬂ Pending Pending ﬁ?{?};]_ot Pending Pending
(1) Training Request: Click the [Detail] link to view the details of

(2)

®3)
(4)

(5)
(6)

(7)
(8)

Updated: 10/11/2007

the Training Request.

Submit Date: Submit Date is the date the Training Request
was submitted to the Supervisor for approval action. You
have the ability to cancel a training request by clicking the
[Cancel] link prior to the Supervisor taking approval action.
Once the Supervisor takes actions, the [Cancel] link goes
away.

Program: Title of the program as listed in the Training
Catalog.

Program Date: The start and end date of the program which
may include the travel dates (see syllabus for details).
Supervisor: The name of the Supervisor and approval action.
Sub-Group Manager: The name of the Sub-Group Manager
and approval action.

Manager: The name of the Manager and approval action.
Final Approval: The name of the Training Specialist and
approval action.

NOTE: If the training request is not approved, click the Not
Approved link to view comments concerning this action.
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Submit — Program | S | g Sub Growp |, ;
ik - e

Field Training
Supervisor |

Public Safety

[Detail ] 120772004

[ Detail ]| $19/2005

Coordinators Training 1 6/16/2005

203243005 - Pre- FEFITO, eI \2r72004

DID67005

Pre-Enrolled  Approved 12772004 Unassigned, Fending  Fending Ensolled Approved  12/7/2004 ALPHONSO i
6012/2005 - H.

Pre-Enrclled |Approved |519/005 |Unassigned,  |Pending | Peading E::une o Appoved | 9005 HWALI‘f?:ﬁO e, snoms

b. Training Request Status Out(#): This will look and function similar
to the In-Service Training Request Status except the Training
Coordinator has the final approval action.

4. Evaluations(s): The 90-Day Evaluation process is intended to provide
a bridge between classroom instruction and the on-the-job application of
training. The information obtained through this process will assist the
Employee, Supervisor, and Training Center in providing a return on the
training investment. The number of evaluations due is shown within the
parenthesis. The screen will look similar to this:
[ Home ] [Back]
Program Title Start Date End Date
Defensive Tactics Tnetructor Befrecher 12/5f2004 121062004
Officer Involved Shooting 11712004 111122004

Updated: 10/11/2007
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To complete, click the Program Title link and complete all required fields
and submit. The screen will look similar to this:

90-Day Evaluation

HAMBAROC, WILLIAN
Program Title : Defensive Tactics Instructor Refresher Date : 12/5/2004 - 12/10/2004

The post-training evaluation process is mtended to prowide a bridge between classroom instruction and the on-the-job
application of traming. The mformation obtaned through this process will assist the trainmg participant, superwisor, and
Training Center in providing a return on the training investment.

1 2 3 4 = 6
Statement Never/  Small Moderate  Great Strongly A
Rarely  Extent  Extenmt Extent  Agree

To what ex‘Fent did wou use the knowledge andfor skill prior to o o o o o o
attending this course?
To what extent have yvou had the opportunity to use the - o - — o o
knowledge andior skill presented in this course? . - -
Te what extent have you actually used the knowledge andior O = o C C C
skill presented i this course after completing this course? & -
Teo what ijtelnt has yvour confidence in.using the knewledge - - - o o~ ~
andfor skills mcreased as a result of this course? -
To what extent did you receive the assistance necessary in - o = — o O
preparing you for this course? >
Teo what extent has the content.of this course accurately = O -~ o o O
reflected what happens on the job?
To what extent have you had access to the necessary
resources to apply the knowledge andfor skills on your job? L2, © © © © 2
To what extent have you recewved help through coaching
andfor feedback, with applyving the knowledge andfor skills on (®) 9] 8] 9] O O

the job?
0% 20% 40% 60% 80% 100%

As aresult of this course, my performance on the course

-~ ~ - . :
objectives has changed by. L2 O O
As aresult of this course, my overall job performance has o o o o o o

changed by.
Supervisors: Findings should be included on the employee's Appraisal and Development Plan, DPR911

Indicate specific steps you andfor your supervisor have talken to apply this traning and to continue mdmdual development
associated with this training program.

NOTE: Employee should meet with their Supervisor to discuss the steps
that were taken to apply this training at the workplace and document
them in the area provided. The information entered here will also appear
on the evaluation screen that the Supervisor fills out for the Employee.
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C. Resource Center: This section provides you with training resources that are

available.

1. Classification: To view programs required for a specific classification,
click the Classification link. You can search for a classification based on
a keyword or A-Z listing. To search by a keyword, type in the keyword
and click search. The screen will look similar to this:

A B

Close Window

Required Programs by Classification

Search by classification:

ChE F G HEI &K LEMN OP

search

2 RS T U ¥ W XY Z

Class Code

2871

2872

2873

2864

6540

2870

Classification

Required Program(s) Frequency

Appraisal and Development Plan (DPR 911) 12 months

EEO With All Due Respect 24 months
Museum Curator Ethics Orientation for State Officials 24 months

Sexual Harassment Prevention 24 months
Supervisory Practices 72 months

Appraisal and Development Plan (DPR 911) 12 months

EEQ With All Due Respect 24 months
Museum Curator 11 Ethics Orientation for State Officials 24 months

Sexual Harassment Prevention 24 months
Supervisory Practices 72 months

Appraisal and Development Plan (DPR 911) 12 months

EEQ With All Due Respect 24 months
Ethics Orientation for State Officials 24 months

Musewn Curator I11

Management Practices
Sexual Harassment Prevention 24 months

Supervisory Practices 72 months

Appraisal and Development Plan (DPR 911) 12 months

Museum Custodian

EEO With All Due Respect 24 months

Appraisal and Development Plan (DPR 911) 12 months

EEO With All Due Respect 24 months

Museum Director, California State Railroad Ethics Orientation for State Officials 24 months

Museum Management Practices
Sexual Harassment Prevention 24 months

Supervisory Practices 72 months
MUSEUM ELECTRICIAN EEO With All Due Respect 24 months

Appraisal and Development Plan (DPR 911) 12 months

Museum Technician EEO With All Due Respect 24 months
Museum Collections Management Basic

a.

Updated: 10/11/2007

By clicking the Required Program link, a popup window will open

showing the details of the program in the Training Catalog. The

screen will look similar to this:
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Close Wincow

(Program Title
Introduction to California State Parks

Category
Introductory Level Programs

(Program Length
28 hours

Topics
Defining mission, purpose and goals of the department, Crganizational structure, Work processes

(D epartment Participants
Job-required training for all permanent non-peace officer classifications within stz months of first
appoittment with the Department of Parks and Recreation

\Joh Required Participants
All permanent non-peace officer classifications

\Job Required Participants Conditions
Complete within stz months of first appointment with the Department of Parks and Recreation

[Ton Department Participants
Hone

[Description

This training program welcomes new emplovees to California State Parkes. Individual courses within the
program define the mission, purpose, and goals of the Department of Parks and Recreation and
prowide information about the Department's organizational structure and worle processes. The program
content and structure are designed to help each new employee develop a personal philosophy of park
service and to see their individual job duties as contributing directly to fulfilling the Department's

mission.

2. Job Title: To view programs required for a specific Job Title, click the
Job Title link. You can search for a Job Title on a keyword or A-Z listing.
The screen will look similar to this:

[ Close Window l [Backl

Required Programs by Job Title
Search by Job Title:

A1 REFGEGHIITELMBEOTORSIUY ¥ X 3 2

Job Title Required Program(s) Frequency

Defensive Tactics Instructor 48 months
Defensive Tactics Instructor Defensive Tactics Instructor Refresher 48 months
Defenstve Tactics Instructor Update

Strategic Planning and Performance Measurement for Superintendents
and Managers

District CAQ (newly appointed)

Strategic Planning and Performance Measurement for Superintendents
and Managers

DPR Employee (New) Introduction to California State Parks

District Maintenance Chief (newly appointed)

a. By clicking the Required Program link, a pop up window will open
showing the details of the program in the Training Catalog.
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3. Training Catalog: The Training Catalog link displays the current
programs listed on the ETMS. You can search for a program on a
keyword or A-Z listing. To search by a keyword, type in the keyword and
click search. The screen will look similar to this:

TRAINING CATALOG

Request to add program Search by Program Title:

SUBMIT

a. To find a program using the A-Z listing, click the first letter of the
program title. The resulting page will look similar to this:

[ Close Window ] [Bacl-c]

TRAINING CATALOG

Search by Program Title:
Request to add program

SUBMIT

ABCDEEGHIIEKELMNGOEQRSTUMW XY ZOhr

Training Request Type Program Title Categorv
Submit Out-Service A Climate of Change - 2006 Legislative Symposium A dministration 2]
View Schedule In-Service AIRT. - Advanced Watercraft Rescue Training (PWC) Aquatic Safety
Submit Out-Service AILRT. — Annual Aquatic Safety Video Conference Aquatic Safety
Submit Out-Service ALRT. — Annual Lifeguard Program Update Meeting Aquatic Safety
View Schedule

Both ALRT. - Aquatic Search Rescue. and Recovery Aquatic Safety
Submit
Submit Out-Service ALPRT. -Beach Driving Aquatic Safety
Submit Out-Service AILRT. -Beach Driving Refresher Aquatic Safety
Submit Out-Service AILRT. -Driving Orientation course for Seasonal Lifesuards (non-Code 3 operation) Aquatic Safety
Submit Out-Service AILRT. —Emergency Vehicle Operations Course for Seasonal Lifesuards Aquatic Safety
Submit Out-Service AL RT. —Inflatable Rescue Boat Operation Refresher Aquatic Safety
Submit Out-Service ALRT. -Inflatable Rescue Boat Operator Course Aquatic Safety
Submit Out-Service AILRT. - Junior Lifeguard Coordinator's Statewide Meeting Aquatic Safety
Submit Out-Service ALRT. -Paddleboard Refresher Aquatic Safety
Submit Out-Service AILRT —Paddleboard Rescue Aquatic Safety

View Schedule
Both ALRT. -Personal Watercraft Operator for Inland Water Rescue Aquatic Safety

Submit

b. To view the details of the program, click the Program Title link.
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By clicking the Submit link, an Out-Service Training Request will
appear; complete all required fields and submit.

By clicking the View Schedule link, the dates from the current
training schedule for the program will appear. If “No Data” is listed,
the program has not been scheduled on the Training Schedule.
The screen will look similar to this:

TRAINING CATALOG

Request to add program
SUBMIT

Search by Program Title

search

Training Request Type Program Title Category
View Schedula P.0.5.T. Academy Instructor Certificate Course

Both Group 6 Instructor Training
Submit 6/17/2007 - 6/22/2007 (Mott Training Center)
Submit Out-Service | P.O.8.T. Assertive Supervision Course Administration
View Schedule In-Service P.0.5.T. Basic Cerrificate Public Safety
Submit Out-Service | P.O.5.T. Basic Narcoties Investigations (CD-RON Public Safety
Submit Out-Service | P.O.S.T. Basics of Technical Search Equipment & Operations B, S&K 88 Public Safety
Submit Qut-Service | P.0.5.T. Communication: Keeping Your Edge (CD-RON. Public Safety
Submit Out-Service | P.0.8.T. Death Investigation Public Safety
Submit Out-Service | P.O.5.T. Dignitary Security Public Safety
Submit Out-Service | P.O.S.T. Domestic Violence For Di Public Safety
Submit Out-Service | P.0.5.T. Driving Under the Influence (CD-ROM) Public Safety
Submit Out-Service | P.O.8.T. Drug ldentification and the Law (CD-ROM) Public Safety
Submit OQut-Service | P.O.S.T. Drug Influence and User Identification (CD-RON Public Safety

(1) Submit a training request by clicking the Program Date link
and complete all required fields and submit.

Request to Add Program: By clicking the SUBMIT link, the
Request to Add Program screen will appear in a pop up window.
Complete all required fields and submit.

4. Training Schedule: Click the Training Schedule link to view the current
Training Schedule.

5.  Message From Mott Training Center

Periodically the Mott Training Center will post a message for all Users of
ETMS.

Updated: 10/11/2007
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New Message: If there is a message from Mott Training Center
that has not been opened, the [New] link will be listed next to the
Message from Mott Training Center. The screen will look similar to

this:

*F 1222006 Supervizory Eefresher #23

*12ZH2006: Supernisory Eeftesher #24

F 12T 2006 Supermsory Eefresher #25 Cancellation

* 1202602006 New Heavy Equipment Program

6.

Updated: 10/11/2007

By clicking the link, you can read the message. Once the message
has been read, it is transferred to the Message Archive link.

Message Archive: Click the Message Archive link to view old
messages. The screen will look similar to this:

* 1/19/2007: Advanced Park Management

* 1/12/2007: Faciltator Skills Mame Change

* 171072007 CAQ "Crimes" Session

* 12/18/2008: Admin Workshop Added

* 12/18/2006: Course Leader 7

* 12/18/2006: Supervisor Conference

* 12/18/2006: Supervisory Course § Change

* 12/4/2006. Advanced Trails Program Date Change!

* 12/4/20086: Masonry Skills Group 12 Date Change!

* 11/27/2006: DIC Workshop Date Change

* 10/20/2008; Public Safel dent's Workshop

* 10/18/2006: Mame Changes|

* 10/3/2006: New CAMP in March

* 972912006 Slklls for Interpreting to Children #6

* 9/28/2006: Firearms Inspector 11

*9/19/2006: CAMWP Statewide Property Inventory Cancelled
* 911/2006: CAO 15 Cancelled

* 8142006 Course Mame Change

* B/24/2006: Firearms Instructor Traning Group Correction
* 872006 DATEALOCATION CHANGE: Resource M Group 14
* 87772006 Location Change: Basic Wuseum Collections WManagement Group 1
* 7426/2006; Out-Service Training Programs

* 742172006 DPE. 11z - Appraizal and Devel Plan

* 71772006 Syllabus

* 711372006 Training Recuests Due

* 6/13/2006; Instructors

* 519/2006: ETMS Version 2

Home

Contact Administrator: Click this link to email the System Administrator.
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7. HELP: Click this link to view the ETMS Help Files. The screen will look
similar to this:

California State Parks @

Discover the many states of California. g

ETMS Help Files
William Penn Mott Jr. Training Center

VERSIOH 2

Table of Carterts

Employes Help Files
Supervizor Help Files
Sub-Group Manager Help Files
Manager Help Files

Training Coordinator Help Files

Instructor Help Files

Infortmation Help Files

Click the link to view the content of the Help File.

VI. REQUIRED PROGRAMS

A. P.O.S.T.(C.P.T.) Management: State Park Peace Officers are required by
P.O.S.T. to complete Continuing Professional Training (C.P.T.).

1. Requirement 1 — Advanced Officer Training:

a.

All State Park Superintendent | and Lifeguard Supervisor Il
classifications and above are required to complete a minimum of 24
hours of Advanced Officer Training every 24 months. For these
classifications the screen will look similar to this:

Requirement : Advanced Officer Training (24 hours every 24 months)

P.OS.T. ( C.P.T. ) Management

Program Title Length Current Due Date In Compliance
Traming Conference 24 114472004 114472006 YES
Total Hours 24 In Compliance
b.  All Supervising Ranger and Lifeguard Supervisor | classifications

Updated: 10/11/2007

and below are required to complete a minimum of 10 hours of
Advanced Officer Training every 24 months. The screen will look
similar to this:
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P.O.5.T. ( C.P.T. ) Management

Reguirement 1 : Advanced Officer Training (10 hours every 24 months)

Program Title Completed Hrs Completion Date Due Date In Compliance
NIMS/SEMS Basic Course g 11/7/2006 11/7/2008 YES
Defensive Tactics Instructor Refresher 36 10/6/2006 10/6/2008 YES
Total Hours 44 In Compliance

(1) In Compliance indicates the required numbers of hours have
been completed.

(2) No Data indicates that no POST-certified programs have been
completed.

(3) Out of Compliance indicates the required numbers of hours
have not been completed or the program hours have expired
because they have gone beyond the 24 months requirement.

2. Requirement 2 - Perishable Skills Program: All Supervising Ranger
and Lifeguard Supervisor | classifications and below are required to
complete a minimum of 14 hours of Perishable Skills Programs (PSP)
every 24 months. The screen will look similar to this:

Reguirement 2 : Perishable Skills (Every 24 months)
Post Subject Required Hrs Completed Hrs Completion Date Due Date In Compliance
PSP Firearms Training 4 4 1/25/2006 1/25/2008 YES
PSP Driver Training 4 4 6/7/2005 6/7/2007 YES
PSP Arrest and Control Training 4 4 3/1/2006 3/1/2008 YES
PSP Tactical Communications 2 2 2/8/20086 2/8/2008 YES

a. In Compliance indicates the required numbers of hours have been
completed.

b. No Data indicates that no POST-certified programs have been
completed.

c. Out of Compliance indicates the required numbers of hours have
not been completed or the program hours have expired because
they have gone beyond the 24 months requirement.

NOTE: It is the Employee’s responsibility to insure compliance at all times.
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B. Required Programs

This is a list of all Program Requirements assigned to the Employee based on
classification or position. The ETMS provides the ability for the Employee
and Management to monitor compliance. The screen will look similar to this:

Program Title

Ethics Orientation for State Officials

Racial Profiling

Supervisory Refresher

Management Practices

Sexunal Harassment Prevention

EEO With All Due Respect

P.O.S.T. Basic Certificate

Lifeguard Annual Swim Test

Appraisal and Development Plan (DPR. 911}
Emergency Medical Responder Instructor Refresher

Required Programs

Required By Date

Classification | 6/13/2006
Classification = 12/10/2003
Classification = 5/6/2003
Classification = 1/13/2005
Classification  11/15/200

Classification = 1/25/1988
Classification = 8/30/2006

Position 12/16/2005

Completion Repeat Due

Interval Date Camplant

24 6/13/2008 YES
60 |12/10/2008| YES
72 5/6/2011 YES

N/A N/A YES
24 11/15/2007
N/A

12 8/30/2007

12/16/2009

NOTE: If an Employee is aware of additional Required Programs based on
their job position, they should contact their Primary Supervisor to have them
added to their Required Programs Screen.

C. Continual Professional Training (Cpt) Management

Job classifications that require continuing education on a reoccurring basis
are managed on this screen. These certifications can be satisfied by various
training programs assigned by the System Administrator.

1. The Continual Professional Training (CPT) Management screen will look

similar to this:

Continual Professional Trainming(CPT) Management
Certification

Anmmial Lifeouard Eeffresher Tramung (ATET) (16 Hours Every 12 Dlonths) YES

Compliant

a. Compliant: Click on YES or NO to view Certification Requirement
Detail. The screen will look similar to this:

Updated: 10/11/2007
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[ Close Window ] [Eiack]

Certification Requirement Detail

SCUEBA Dive Team Eefresher - 24 houwr P.OS T, course 24 11/9/2005
Anmial Swim Test 1 TER2005

An example of this certification is as follows:

Annual Lifeguard Refresher Training (A.L.R.T.): Training is a certification
for all Lifeguard classifications. The various programs that will satisfy the
A.L.R.T. certification are as follows:

Rock Rescue Training

Aquatic Search, Rescue, and Recovery
Personal Water Craft Operator

Personal Water Craft Operator Refresher
Paddleboard Rescue

Beach Driving

Beach Driving Refresher

This certification requires completion of 12 hours of any of the above
programs every 24 months.
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